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SHORTHAND YS A PART IN 
SHORTHA PLAY: A 
(RIME DETECTION AND 
CRIME DETECTION A 
PREVENTION 
’ . . : >: 
Famous Detectives Relate Cases in Point 
To ANNA PEARI 
HEN y u think | rime preventio ly rw 6 wh nay equir« est 
il etectior you doubtless iorn a vat I | al \ matters t the 
mental picture of a laborat ry, tes persor b knows st grapny c 
: n pes, and a myria t clues she has a sex issistant working wit 
te grap s probabl furthest tron youl a exp Mr ‘s eT Nnow ledge 
ghts ( ection, Yet, according to t languages, ability to get along with pe 
ree met nected with two of the world’s ple, ability 1 rive a car, a genuine ve tor 
irgest ate rga i s I investigators this sort voTK ese are a jua es to be 
nt ni iffairs, shorthand plays a very consider when engaging al perative. But 
mportant part in turning up wrong-doers in,addition to all of these assets, we would 
As a matter of fact, stenography is so much ke that person to know rthand. It helps 
par tl recognized equipment o! law to get tacts and ¢ en wn rig 
: entorcement that in some states me of the ‘In eu ! ir recent jobs. a large manu 
equirements for admission as a member ofl lacturer Of certain machines, about to put a 
e state police force is the ability to write ew and exclusive mode n the market, ha 
rthand Othcials recognize that memories been hearing rumor the trade I what Wa 
ire faulty and the shock of untoward events supposed to be ecret wh organiza 
: may so affect some persons that they may tion. Anxious to learn where the leak was 
ater ave difficulty in reconstructing what ame | is tor assistance 
ias happened. Therefore, if the state police We decided put ‘ r opera 
man knows shorthand, as soon as he reaches tives in that plant as a secretary. This wa 
e scene he can take verbatim the depositions lone in a round-about way that non 
f witnesses and thus record what has hap might suspect that she was really spying 
pened before they have a chance to forget or may not sound so nice, but remember tha 
ange their minds tealir gz tra le formation 38 a serious ffense 
‘ and requires sever indling. As secretar 
, A CORDING ¢t Ray Schindler, head tl girl can t ntact w a great mal 
f his organization of private investigators and people and c stened most attentively 1 
; president of the World Association of Dete gossip among employee Finall er susp 
tives, an international organization tor ex s centere iroun three stenographers 
changing information n new methods u S telt that one of them was making extra 
crime detection, he prefers operatives wh opies and supplying this data to competi 
know shorthand rs. It c hind t just whi ne Wa 














. urer | vive eae 
girl difterent but talse informat to type 
ind to keep a record of the work done by 
each girl. In a few weeks’ time rumors began 
circulating in the trade of a departure fron 
original plans ind, by checking back to the 


vork done by each girl, we were able to find 


ut which girl typed the false data correspond 
ng with tl mot 

a , 
**’T HIS, of course, is a very brief thumbnail 


lescription of one very important p 
work Th > pl cer 


in a few paragraphs, actually took months of 


which I have outlined 





careful planning to work out. My purpose in 
citing this example is to show how important 
shorthand was in bringing to light the disloy 
alty of an employee. Before we put our opera 
tive in that ofhce, we made sure she was 
qualified to fill the position. She really had tw 


jobs to perform: one was for us, in locating 


the ak, and the other was the regular work 





4 the othce, where she was on a par with th 
other girls. She had to comply with office regu 
lations and she drew her salary in the regular 
way. She turned it over to us, and we then 
refunded it to our client, since the girl was 
really in our employ and was paid by us 
Keeping in mind that her real purpose was t 
find out how private company information was 
getting into the hands of competitors, her of 
fice work had to be exceptionally good. If she 
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ad been shoddy neflicient, she could 
wave held her job as stenographer long enoug! 
to get the niormatior ‘ vanted 


r . - : 
ro support Mr. 5S er’s contention tha 
ability to write shorthand is an advantage t 


an investigator, W. S. Williams, office man 


ager of Mr. Schindler's New York headquat 
ters and a forme: erative ft Unite 
States Department t Justice told m« 
\periences 
‘I never cease t thanktul that learm 
to write shorthand g s( l e sa 
‘As far back as i mem he | always 
vanted to be a detective, a i family triend 
vl Na i t ‘ st ‘ t study 
I i isa i Ca - biti 
nust conic 4 i I it ft s¢ 
VNa good it w tim the 
ims ally \“ 
lt wasnt unt ’ itive 
l Tea ed how i i Wa I 
i number of yea Iw United S 
Government Serv wot the Dep ' 
~ Justice and eo et S« I 
ake wri ( es t 
and when, miles ! mce a i rez 
stenographer al \ ( s t w 
ecessat I rm t} 
nvseil 
**PERHAPS , t interest 
ries | 1 ' wy os thar 
rided crime uppened = du 
ing the World War irles Lee Swen 
tt i] reporter 4 P \ y k > Ip 
{ourt i th [x ste graph 




























The Internation- 
al News camera 
“catches” trooper 
Terwilliger ques- 
tioning motor- 
ist when hunt 
was on for the 
O'Connell kid. 
napers 
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resident VVoodrow Wils Ss in «el 


ry i¢ the same Mr Swem whos« 

nteresting iTticles appear ’ the GREGC( 

WRITER every mont! ind, if he has torgottet 
eT le this may bring it back to him 


At t time ti whi ] speak, America 


id just enter the War at we in. the 


sé ¢ < were Susp Is ol al Anens 
specia se W seemed t nave a @ I 
eal of mone yet 1 sible means of su 
rt l i been detatle t watch a certau 
ispect, and in the course of my work | had 
} oe t sever al l Is nve 
ations wit tne! persons wh were als 
der suspicion. verything I heard, I imme 
ate 4 te \\ s thand s aS not t 
£ al the ev ‘ 
W he we gnt w ad about all the 
e we need we trail m to a large 
\\ sningt evening and saw 
im call for 1 hotel's public stenographer 
nd engag¢ t take dictatn When the 
ctation was vel nvite the girl t iit 
rea she went with n rst locking her 


tel } | | ; ’ } ] ! 
ebooks i eT CSK A ite they icit, armed 


; sol +} ; } ] 
with special au rity, we got the otel mal 
ger to open the desk so that we might get 


se notebooks and examine them 


°*WHEN we tried to read those notes, they 


vere so sloppily written that, while men wh 

ew several different systems of short and 
vorked over them, the transcription did not 
lake sense In desperatx n, since we wanted 
» get those notes transcribed before the girl 
returned and suspecte | that her desk had been 
pened, we appealed to Mr. Swen In a short 


Ray C. Schin- 
dler (at left) 
busy dictating 
to his secretary 
(Above, right) 





Raymond Burns’ 


secretary gets 
a message for 
her chief 


lv 














cent <« ip 

wit 1¢ ness 

< p were 

‘ { 

by Mr. Sw i 
t damag¢ 

sme during the 


RAYMOND J 
William J] b 
Agency, also pr 


, } . hal 
eTapnic avi 


shorthand t 
my attent 


bee! 


man 
which ha 
n then 
filling in thes 
“Evidently tl 


+} 


seeing that 

















\ es Wa uSsiiy fi i ] t at it 
( iper vere soon ee] \ I £ ( tin cake break 
1 job they were going to to the talk iy, the transcript 
ite 1! id il ' ‘ W t . \ ~ ‘ I t 
€ | e. And all the while 1 t \ 
surance pape! was st ‘ ackerja 
plot and writing down all grap y wv 
eta l t ( Lhe res is S$ lew t 
poi c I 4 give ti s est ange 
ecept A trie turned uj \ £ i t | ¢ e betwee 
time w hie ther i ot ec! t ( ersol whi 
t stall \ ct Z ippa 1 may “ I I ! i¢at 
et thems¢ r it int I ALKING i _ iV 
recorded and =the | niorcement Vas 1 nie elati 
rhear ld t stan 
Ww i c i i role 
iWwa I ft id ta c et t rmit 
knowledge it we give <« g the . e it : that thes 
ive this ability sp \ < tamp o 
iking \\ ning conve ale tact . ‘ tne \\ ste L 
the rpos taking dow ’ ‘ pre ‘ 1 ete 
i le transc! ve them a l iva i \ ge I< it 
1] ersatio ve Ww tive It 
e 
Job-Hunting 
e 
By BERNICE C. TURNER 
TO “ ive put tt ‘ t ob ( i \ na 
n ti t itt t mu I edt . t it t I ti sé 
summer! est nust not torget that \ I I ibula é 
land at t ‘ i pr ib at oO f i will ike \ KKeC 
they were vine you wW e gra ted im tiv * t! 
Spriny B i I i take i cw ours ¢ 
lay to practice up bef . tat it | 
emp! and ev while y i on cue 
pounding the pavements ul can affor a 5 wi oe 
P reg lect evula d p actics i phat gTa equire 
i rie D t ste grapnKX 
I ‘ t ‘ eT il I und mk > 
SHORTHAND and typing, afte e typists » os aciieie tenuk 
principles are learn il irgely matte r S< t g ks New 
f practice, a i “marketable” speed cat Y ork st issing a test at 11 
 maintall es ne works < stantly a wor i minut am i age 
bot Tr) brought 1 efully to my a W not ‘ rw unnot write 
' , 
tent la ng i Start t W K i ew t I at 4 in ute at least 
position al to get acquainted with the work We who i exp ce am 
quickly, I wa sked to spend a few weeks 5 educat i keg ind sometimes e 
doing straight dictation and typing in the gen y with less sp in the beginner ! 
eral office. When I was doing stenographic frankly, employers do not approve of our la 
work steadily I ad reached seventy-nine t speed ild pass the 100-word test wit 
words a minut a ten-minute typing test absolute accur t I misse ut the 
However, | have not been required to take 120-word test d | that ea 
dictati since 1928. and forty-five words was id apologized for 1 ack of spec 
ibout my yp speed on the typewriter whet [ st mi t ‘ é ‘ show 
| started to work. That lack of speed made it would-be — stenog that. business las 
lifhcult to get out the work of a busy office placed its stam mu gher than the, 
though I never had to puzzle over my notes were whe! was gra t from busines 
n transcribing and, nsequently, was able t : l. Asa t is yust sheer luck 
turn out letters fairly fast. The fact that | f you get a int ur work is up above 


am accurate at hgure and tabulation work vraduation requirement 


Pure Geece Warrer 





Nove mie ' 
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Little Sketches of 
STENOGRAPHERS and 
SECRETARIES at Work 


or “Why I Like My Job” 























i1d leat 
) ) i ] ire W tt 
! \\ t ive oul rst al i eport It the origina 
np t wil ubmitted 1 ack sa 
' \ rt ' no r 
i ya x | il N - 
rd with | 6g ge ; agg T Al 
ra t mpilat that | e worked the eg 
, lee , 
inslating \ 
N \ | RALLY ncentrat 
, er if MA le t t Bee : t 
S Probat Ot but t 
P a \ large are . re” c 
: ve spent t ] Chis mea t and s et 
lel } ty , , sun 1 , 
} f vel me ‘ iN taking i int 


Vek business places 


in a Foreign Mission 


Her Job T 


Cuece Warren, November, 1946 
" we 
St l it alter l 
rt 
i iT ( 
nat . tiring t ave 
RN is ette 
1) . 1 is quite 
p ter ivailabk 
| 
‘ tli . 
eTs 
vyhereve c 
wailing px 
entist s Tice € 
; we ‘ R 
I Varie Th 
p ‘ that _ 
n hy ; 
tit ; ~ 
i trav 
‘ nissional! 
eve t vorkK wit 
! expe r es 
| 
> > ‘ i i a! 
t lle wor 
. , 
5 \ i Deg b 
ent ids 
1aaresses i 
il a pene atte 
\ « gla 








< 12 QUESTIONS > 








(sreggit | n ipK ed all ‘ ‘ 
k ven ! e quit eq t since f rs t ts 
Ra Sea. On ic id Hea ‘rough tl nov 

juarters i \ ( Cal a il i\ ~ tl 

, rece ‘ eh! p s es wl le ; y 

ral | la , taster Irope g down serm 

' »~ Tt » | : te | I | gl > I rt Atte { 
Wa i i wublicat ie t 
UL snite Sta b and lite 

Somet . port t 

‘ y «he <t : 1] p ‘ 

{ isla rout NY ind Is ippen 

ca nally t Russia ira it eacds 

e rep \ s bet writt Russia 

ra slat ily t (sermal s goes. 

cours I te e structure i visted 

mes il \ I | cal s ! re ess 

" d-{ vor inslati German Check them to see 

vhat i I tt k Sial Whil he _— 

s reading, | writ t German, but English 

us capturing e Russian-German and hold When. whe 

ng it fast, literally, u ngiis (uregg | have ne first d 

ils used Gregg (serma mut why bothe phe 

to write | “ (serma ind ther lave What isa 

ranslat it ava w fie i ne 1 ‘ ; W lat $a 

peratio t glis 1. What was t 

What is the 
I [ is tascinating, a most What is the 
larating mental exercise! Il ortunately for 7. What is the 
( thie Russian sentence structure is very S Who 

much like the English, and so with a little 9 What was 

transcript, they when was it 


wrushing-up of the notes in the 


ire ready to be sent on to America. Formerly 


compare 
the answers on page 132 


0. What was the 


many vou can 
result with 


hou 


the 


ind Dy 


whom was pt! 


the Wester! 


lemis 


(Jneida (Community 


' ' 
‘ Ide st book 


was Omar Khayyam 
New 


found 
11M 


York’s first 


Rights? 


his same task went through three or mors 1. Who founded t first American publi 

stages, and a good deal of time and material library syst 

was wasted r, the chief executive had t 2. What well-known British general wor 

translate them. Now his time is left free for every battle in whic! € was in con 
luti I: " ] I} ¢r ’ ’ " 
duties ormerly, all trans nand during a ee years’ war, but lost 


ther important 


lations were first typed (roug the war 
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Vit 


fii, LEARNER 





START NOW TO 
BE SYSTEMATIC 
IN YOLR WORK 


Suggestions by DOCTOR GREGG on Organizing 


Your Work Efficiently, 


. ‘ 
2 [2 t ( - ‘ ‘ 
side t ’ M ew t 
r \ ( is ert ‘ kK ‘ t 
eca e p ) ¢ oht t a j 
t Ka ‘ \ K Ss ! igzing t nm 
t 1 \s Ss esta nt s¢ ‘ 
t t 7 ecause ribe t b 
th . ‘ t type Se 
\ . 
AM, ; 
\i hi 
‘ ‘ 
¢ ne r it 1 
tT) , y t 
I i 
ib t : ire¢ 
sé s it ae * £ . 
ic! iy ictatiot ror issetTi ing Lil in o 
truc At ar , . ts are giver tt ) 
luring ‘ ‘ ov KIN ? ha b ‘ 
thic n ce 1 great r ence ich {' | 
, t 
‘ t \ ¢ «T) i at i 
, a al , ! eficient ret 
he per pace et i t eginning lt any 
, a ‘ ‘ ‘ ' V1 nr é equally cl im re nm wrt 
‘ ‘ * , : : } | 
va i r making notations regarding gen at A 
. ‘ ’ | ’ rried ut as \ c 1] t 
nn P . ‘ G e<it 
i ght wv vn tha 
wet ‘ ‘ ‘ ‘ re ¢ 4 \ 
< some < 
P ' 
: y™ nce e¢ pa i 
| . > 
! ] et ‘ é wer iT 
| I 
; ry Vv ye rl aK j ts if , ‘ 
etter ft s im ( mpat t « rat £ i 
" 
r be I he i ti i n 2 ’ aes I ‘ 
hi ‘ T teb : \ t 
” easily slipp 
SOMI flag” witl e notebx \ t 
‘ , ’ | | the 7 
p k with at [x ish” work nark the ‘ 
lh 1s 
" gran “ ! iting c ght r 
: nateria 7 ere e prefer ble ' ‘ ' { 
> . 
ence scrip g i \\ tars | 
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Comparative Summary of “R” Forms 


1 Worp 


BEGIN NING OR END ol 


With SERAKGHT LINES—reverse With CURVES—retain R 


Adding s 


\iIiprte or A Worv—l 


DOWNSTROKES + OTHERS 


DOW NSTROKES r, D, N, M 
reverse retain R 
‘ 4 4 “ ‘ 
Miippr ke or A Worp Tl 
HORIZONTALS rw) HORIZONTALS OTHERS 
reverse retain R 


Ser At BEGINNING 


SER CURVES—omit R 


normal SE 


SER STRAIGHT LINES 
reverse SI 


Atso CoMPARE 


SER SE 
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Writer 


(RECG 


‘ ed eat 
*? T | 
ette 
iv 
+ I t ‘ : 
. n 
‘ ’ I - 
‘ 
ad ‘ ‘ 
ca 
; ‘ 
Ty? 
‘ 
eT . 
‘ té 
etter t 
‘ NT t 
hit 
ter re 
tr T I ; 
ans 





oat 
+) 
tor 
‘ 
wit 
¢€a 
re 


, 
ach 
ae 
’ 
‘ als 
make 











Naia r part t the letter ts 
sn eel P tire 2 unt an 
‘ are losing \ stenog 
apher _ t é ! esp nsible t} 
uracy of mscribmg the notes give ) i 
ictator but f the mmon ser moura 
f the letter, so you must draw 
(, REA value of 
ganiz vork under ar system and 
the re ! t ur efforts to habits 
u must always i ilert t t le 
habit complet trol y« stemat 
vecking ut f ibit t é 
ire producing t best ssible esults. One 
executive ivs Ninety per ent t omnee 
work must he uced t bit rder to 
get the da k done w dispatch, but 
the man wil 1 ices ninety-nine per cent of 
thee work t ibit is 1 1 rut, where he is 
ncapable of furt levelopment This man’s 
percentages n t be accurate, but the 
lo s WwW uS tha pits eed some check 
ng. See that 1 ibit of writing gets such a 
I Id on 1 tl t 1 nnot inge it tor 
neaiiay als ’ that | he dom 
re eth ' 

















‘ 
HELPING 
_ j " 

MY EMPLOYER 
Employers welcome helpjul suggestions from 
stenographers and secretaries. In this depart- 
ment will be found ideas that were offered and 

accepted, and were found to work 
\ Diary Reminder 
FOR me Ey 
pre Va itinually wo 

d by mv em ! vith his dicta 

n su en ‘ Xen I me to write 
elepl ah might be) 
Mr. Blank ! id such a mpany \l 
nost invariably the dates for these reminders 
to me up tor wt were months alve id, and 
my daily steno reminder file was reduced t 
near chaos Ver tte! too, he would iSk 
‘When am I to see So-and-So?” or Add this 
note to my reminder for So-and-So,” and con 
siderable time was wasted in discovering the 
tation called ft 

| ly this diff ity | pu ised a vearly 

iry calendar t the desk type, which has a 
urly large sheet for every dav and a numbe: 
{ memo sheets at the back. On the required 
ite the desired notatio r mer s mack ind 





lays work J | \/ 


THe Grece Warren, November, 
nemos including calls to be ma ters t 
vritten. and the + to whom he 
vishes to telep e—mict f all the var 
natters to be attended t s way no in 
ortant matter is overlooked da st ot 
letails are attended to promy to the kee 
satisfaction of al ed 
I rder t hii ny es i 
juickly, the men eets at ack of 
ilendar pad ire l umes t 
ersons or firms l are e t 
dex with the " pposite 
T | i Ca I 
Ch liary lend " ed ve 
setul | making nonthly it 
natters, wh t . an t ar 
easily forgottet g certain bills, send 
gy data t He (tl lt al l 
may be bound at t t t 
reference. My emp ills t 
t business about t " ti eve €a 
al ‘ tel rete x t late 
prey $s vears ’ 
hat he appr plas 
is evident, for when he made rip East just 
recently, he left n ing ill his « 
spondence and t ! Vv t 
loes not usual ill f 11 ‘ 
esteag ear 
ili ‘ | k 7 
1hing nkKnOWwnS 
Mi mI >} le 
Ss written ft peopl 1! t both my en 
pli yer il Ir s tne ‘ uble re 
membering the names 1 ating tters 1 
the file Occasiona!ly vever write t 
someone wl s¢ i me oft us i remeiT 
ber (nee r tw t rh the 
ntire le ooking tt t this sort! 
Perhaps a stenogray ‘ rood memor 
nuuld remember t names ut I decide 
pon a simple system w " aved a lot 
time | made al ldet rrespo ler 
vith Unknown Peopl | etters ar ‘ 
ict rding t date \ ‘ r ca ¢ | 
is oten as 18 Wis 1 t ite<x writte 
he itsicle We near 1) now e af 
proximate ate 2: tt W Wt 
there are only a few , , « 
Red Wires 
W HEN taking dictation, I writ 
elegrams in red pencil, so that when I get 
hack to my desk they are easily picked out for 
immediate transcripti Written in red, they 
annot be lost sight of, as a red “flaw” mark 
night possibly be, and the message forgott 
itil it is reached in the ur se f typing t! 
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At the Sign of the 


INFORMATION DESK 





Send your questions to Information 
Desk, The Grece Warrer, 270 Madison 
Avenue, New York, N. Y. Answers 


not published here, because of length 
or limited interest, are mailed 











Dots and Hyphens 


Some time ago I had occasion to write ex-bank- 
convention in a letter, and I punctuated 
using the two hyphens Was that 


examiners 
it just that way 
correct P 


Is the title used alter the name in addressing a 
awyer hyphenated, thus A ttorney-at-Law ? 


When the first word in a hyphenated compound is 
capitalized, should the second word also start with 
a capital letter, as non-book, filty-five, and the like, 
when used to begin a sentence or in a heading or on 
4 check ? 

Are there occasions when « space is not left be- 
tween initials grouped together as R.PFLD A.M., 
ete? I have thought at times that a space between 
the letters looked queer 1 ( 


kx ankK-CXaminers vent s al 
iwkward phrase We suggest anging it t 
former bank examiners’ convention,” or “cor 
ention of former bank examiners.’ 

\ torney it la y" s i three \\ rd ph is¢ 
ind s Id be used without hyphens 

UW her t] tw wi rds you mention beg 
entences, the sh uld be writte1 “Non book’ 
und «“hifty-five The second word in the 
mirase § ld not be capital ed 


There is no rule governing spacing betwee 
“A.M.” Our prac 


e is not to use spaces, but it is not incor 


nitials Ke R | _ al 


Address in Personal Letters 


Is it correct, in typing strictly personal letters dic- 
tated by your employer, to place the inside address 
below on the left side as in other social letters, or to 
place it at the top, as in the business letters dictated P 
If placed at the bottom, would it come before the 
identification initials, or after them?—L. R 
rhere are differences of opinion as to just 
vhat is a “personal” letter. A good deal de 
pends upon the person to whom it is addressed 
is a stickler for etiquette and the 

t impress the stickler 


If that pers 


friend 


wit s ability, he wil | nside address 

low the body. On the r har t woul 
be wrong t iy that placing the le addr« 
above the bod t letter is it rect 

Nor is there agreement as to the relative p 
sition It the lent ation initials nad the sile 
iddress whet s placed below the body of the 
letter. Identification initials are of n r in 
portance They should be inconspicuous and 
they may be put wherever they serve best. The 
nside address ipposed to be conspicuous | 
filing purposes, normally, and it should be dis 
played so as ft itch the eye of the reader 


Feet and Inches 


What is the approved way to write nine inch 
frosted reflector Should it be either ‘9-inch-frosted 
reflector” or “nine-inch-frosted reflector’? or is the 
sign for inches used 9” trosted reflector’ | 

And is it “10° unapproved typ« or 
approved type’ ?—M. B 


ten-foot-un- 


‘Nine-in frosted reflector ind “ten-foot 
inapproved type” would be corr ne hyphen 
with inch and foot spelled out t rdinary 
sentence matter. It is customary to use the 
neasurement signs only in tabulations a1 


Tm fications 


Uncle Sam’s Girls 


Are there ‘ arge number of girl clerks in the 
Gevernment service in the States? Do they work 
on the same scales as male clerks and receive equal 
pay as well? Are conditions the same in other 
countries?P—G. LL. M 


In answer to the first question, we have 
wen unable to find any published t t 
ining inf Phe report 
States ( 1 Ns e { , n¢ ' , 
eT ? c ‘ } eT pl ‘ ‘ 
regular, new emergency r reliet nd the 
works program of the Federal Government 
classified by sex as of December 31, 1935. A 
‘opy may be obtained on application to the 
Superintendent of Documents Washingtor 


And to the next question, the answer 


Yes.” 


As to the t rd questior w ire Inabie 1 
" } } J 
ocate any information on the subject e! 
; ' ‘ a WI 


laps scorn t our reader Wronar 





u afr d eH 
Lewis kt 
L awes, of 
Sing-Sing 
Prison, an 
outstanding 
figure in 
crime pre- 
vention 





An Apostle of 
Crime Prevention 


Yor i net 1! t iir ma 


a tin 


n those sti ng stor from 20.000 Years 
Sing -Sing i mee ! i | lace 
et \\ uthtull persona s re 
lectec t ( Mor i ( {! nt udcasts 
N ‘ t i like related by 
M Si M \\ ams Mr. Burns 
is heured lramas n the iif bu 
rthand 1 pat Warden Lawes 
vn lite Mrs. Lawes was a ste! grapher be 
e their ma v and stw Alig ers t his 
‘ te rt} ‘ H ives t study 
at | tie nmate Fe there are ! regu 
i lasse i pris vnet rate 
pers in t tur socTety deha red 
is ‘ . ! Arn Na\ Civil Service the 
mt camps, eve chauffeurs job-—stenog 
iphy offers o1 t his few helds for honest 


' * 
mployment | 1 


\ New Club Organizes 
W 
that she and a group 


LEARN from Miss A 


Koscher vf friends have 


started a shorthand club, as suggested in a 


ecent issue of this magazine, and have an in- 


teresting and constructive program well under 
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strat , tive ew i ” Ww ¢ t ‘ ~ 
1 
. Hill statior \ nmerce ’ 
™ 

and a stat rt { i Daitit 
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The machines look like the telegrapl type 
writers used 1 ewspa teleg ip 
ces bi ire equippe ad ipparatu 
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Just Put on the Market 
Ox TOBER is Business S 
rin Ne so. 


time ind this vear \ y K \ ther 

is hee { ly i i x 

ut the P Aut ; ‘ 

ion ‘ i R ke te { i 

hk rl! I ve ‘ j 
nlav among the new fferings was nu'tipl 
Speed M ister ( ulculat tik ( stomet 

orporation. This SpeedMaster subtracts a : 


multiplies digits arn 


tion, makes seven difterent calculations wit 


the flick ot a nnget payrolls job « ts 


yverhead, taxes, calculate n just a flas 
That's their word on it And it is read 
to take on the staggering jol f figuring 
how much employer and employe must 
beginning January 1, in state and federal t ; 
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ART AND CREDENTIALS 


THE WISDOM OF 


AVING 





IDEALS 


WELL JUSTIFIED 


By FLORENCE ELAINE ULRICH 


Conductor, Art and Credentials Department 


REQUENTLY during the 
weeks there have been demonstrations in 


past lew 


the street below our window of young 
men and women (most of them appear to be 
parading up and 
with placards 
ind shout 


of high school age) slowly 


lown before a W. P. A. 


ottice 


held aloft, books under their arms, 
ing, “We want jobs.” We wondered what 
would happen if we had the temerity to offer 


Would they take it, 


their 


them one work at it 

want it? Observation of attitudes de 
But what type of young 
who prefers to shuffle 


cided us against it 
man is it 
obstructing traffic and creating 


man or wW 


1 


up and down, 


amusement for passers-by, instead of seeking 


alertly a job he or she is fitted to do? Is it 
a dearth of pride, ambition, and ideals, or 
simply a case of misled direction by a will 
stronger than their own? We were inter 


rupted in our meditation by this letter from 
a teacher in a middle western city 
‘ST THOUGHT, since the 

inspiration and awards of your department have 
contributed so freely to his success, that you 
might like to hear the of a home-town 
boy who has made good,” she began 

“At the beginning of the school year, Hughie 
Mills enrolled for a course in stenography and 
bookkeeping. He has only one arm; the other 
having been amputated near the shoulder. 


story 


“I prescribed special typewriting practice for 
him, but shown no favors 
Indeed, he didn’t want He learned to 
40 words a minute, received the club 
prize in the O. G. A. for his shorthand writing 
style, ived the awards at 80 and 100 
words in transcription. 

“His first opportunity came as stenographer 
for a real estate firm in this city. Now, a 
still better has been offered to him 
as stenographer with the National Reémploy- 
ment Rapid City, South Dakota, 
and he is leaving to accept it. 

“Your awards have been such an incentive 

him, as well as to the other students (they 


otherwise he was 


them! 
type at 
and rece 


position 


Service in 


all wear their pins proudly), that I thought 
you would be the one most interested in hear- 
ing this story of another home-town boy wh 
is ‘making good.’” 


LOST youth! No opportuni 
ties! Nonsense. This is only another of hun 
dreds of letters ringing with success that 
come to our desk from, or about, young met 
and women of today 
have ambition, pluck, 

But 
young man or 
ours 
or she really wants to! 
individual. 

Emerson has said th: 
about we shall have. Dreaming isn’t enough, 
of course. One must work for it, too; but 
you may have noticed that even while working 
at something else, if you think, plan, picture 
yourself as having something, though it seems 
quite out of reach at the moment, you almost 
certainly get it! 


lo be sure, these people 
and an eager desire for 
that 
woman in 


service. there is nothing can pre 


vent a this xrand 


country of rom “making good,” if he 


It’s really up to the 


it anything we drean 


*sT READ your articles eac! 
month in the Grecc Writer, and the one this 
month on ‘making your dreams come true’ 
makes me want to tell you a bit about my own 
short life story. At fifteen I worked in a 
factory, and from my machine bench could see 
the Pullman trains pass on their way to and 
from New York. I sometimes found myself 
sitting idly dreaming as these trains sped by 
reading the names on the cars and wondering 
longingly if I would ever have the opportunity 
of going somewhere on one of them! I used 
to be vexed with myself for this day-dreaming 
when I should have been working, and would 
look surreptitiously around to see if the boss 
had noticed. 

“I studied shorthand, typewriting, and book 
keeping in a night school, carrying the course 
in the same length of time that day school stu 
dents do. I liked shorthand and typing. Als: 


I liked to read, and it so happened that travel 
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‘l am off for O1 , “ \\ x 
my GREGG WRITER 


SoM! vou have amb 


tions and dreams and will neentrate y 
energies in achieving then Others will n 
But your attitude toward your study, or you 
b, will determine in a large measure y 
success—and your attitud epends upon yé 


This lad has bjective Something efinite t lo al 
made good in jook forward to with pleasant ; natior 


: : . 
spite of his necessary t ‘ tentn "1 i ip] nes 
handicap there are discouragements. grit \ teet 
smile—and roll wf ur sleeves iCK 
job with greater determinat to prove 
ourself, at least, tha 1 will not be beat 


You'll succeed. 


AND that goes I A 





e beautiful certificates a aware 
Hughie Mills department, to lo mot he ae epeit 
horthand well enough to get a few t 
glyphics on paper for t words dictated. ( 
centrate on a @ | style 1 winning styl i} 
‘ ® . } . @ . y . } ; 
story, and geology were tavorite subjects you want a b wit i lectu writ 
One e one tended eons . 1 byw ; : : 
ne evening I attended a lecture given by a Well, prepare { ‘ Minee of 1 fa 
oung Englishman, a writer, on his Way tron life are t es ) prepa 
| mo . ne it da ; horthane 
ormosa Il was taking it down in shorthand an opportu ) not for t tha \ 
j ter 1] S nN nd cked fo . 
to read late bit iW 1 ind asked 10T a vhile ) wre qua rt these ‘ ¢ 
ranscrip rf pt ore rt 11 and type ' ‘ 

‘Ty . » Gao in? fans had | : 

It was my fi mut I had had ex make a ( gh iob of it. It isn’t « 1 
perience in transcribing, because I always you transcribe the &0 O-word t 
transcribed on my typewriter whatever notes | 5 per cent accura as » the +s 6 

j ritter luring f¢ | 1 ning | 

ad Wi c quring Lik aay UT eve x ‘ ] ‘ | 
r twelve we " nute. 1 
ta at thrill out of typing that mat ' 
S S ~ 78 © your W iN 1 mu Dreak act i i pec 
ef . . . en om +? > 
script! There wasn't an erasure 1 it wher records. The standards of tomorrow are mad 
[ finished, and the dictionary and ‘rules Of 4. come folks toda = they are going ta te 


punctuation’ stood by for ready reference. | Alle of 
‘ L 7 } 


ook it to his hotel as directed. After read 
ing it, to my amazement, he asked how I R! AD a { ‘ 


would like the job of secretarying for him that interests you aside fror ir cur lun 
It will entail a bit of traveling, I fancy,” he loo much cannot be said for the value of rea 
said, ‘some of it pleasant, some not, as my ng, observing, doing. K 

traveling takes me to many ut-of-the-way) In this mont f Thankss » let us reme 
places. Still, if you think youd like it, conx er all our blessings of go ealth. energ, 


ilong I do not write shorthand myself ind “ability to do.” and dedicat urselves t 
iften wished I did and it would be a helj naking the ! ] t pos e use i thet What 


' 
t have some < il ng \ d ind als lor 1do w xt ew ' ntensive 
mpal study and practice w letern i measure 
The salary wouldn't be much, he said where you place wh you are t ig] Let 
; } : ] " si leehure ' ; q j } 
r he wa tree-lance writer and iecturer, vour ideals and ambitions be vour guide, an 
but my expenses W uld be paid He d be in the WREGG WRITER credentia the 1 est s tf 


town for a week, and I should think it over mark your stenographic progres 
I didn’t need t I jumped at the chance. It B 
has been glorious—and | have just had the I DOV ) ! ' Lig 


fun, and 
accepted. Isn't that making one’s dreams come 


remuneration, of having a short story with some Per Q 


true the penmanship taults y n f P 
“You can bet I agree with you when you tice tor the Ju ie a ae A be at 
say that dreaming helps crystallize the ambi neentive for 1 to correct any t that 


tion, guides one’s activity and prepares one for may be a det 
} } 


the opportunity when it comes. I have already v a little later 
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Style Study No. 3 in 


By FLORENCE 








HERI j write the circle in dR, 

a ld the line «¢ above it? Be- 
ginners ofte isk this. Since there is 

» “posit i ir system, you will be 
guided by the same p iples penmanship 
is in longham mitormity of writing, torward 
novement iii legibility and lor the Sarit 
reasons Since the consonant starts trom the 
ne r shghtl ibove in these combinations, 
sually it holds that the circle will cut the line 
{f writing Since e small circle is a mere 
in I the t will probably rest n the 


line of writing or it may cut the line, depend 


ng upon accurate and precise your 


writing is. llowever, the main point to keep 
n mind is to use the lme of writting to qude 
flow of 


ur hand 1 sn th. forward 


\ young lad ifter a few in driv 


lessons 


ing, decided to take the car out alone As 
uncertain course down the 
the corner. Con 


she endeavored 


she zigzagged in a! 
milk 


with this 


turned 


cart 


street, a 
fronted 
to apply all the 
at once The 
minutes 
still 
turned bravely 


emergency 
had received 
didn’t stop her, and 
while horse and driver 
in the wreckage, she re 


instructions she 
collision 


three later, 


were entangled 
} +} 


vrestling wit le steering 


wheel. The driver jumped just in time, but 

} . lete | } | 

she completely demolished the wag As he 
_ Sag ' “gad , 

viewed ne wreckage e scratched his heat 


Well, l Ca t Say as 


much of your drivin’, lady, but by gum you're 


thorough "’ 
OR CORRECT JOININGS 
edial practice | a tor the < ect 
the retracing habit l ig circles is intende: 
ielp you to be n t ig You have 
iad suthcient experi W these lessor 
w to be able to pick out the exercise « 
irill that w elp st ecti 
t a tault or the development of skill. Begi 
the circle in ag with a sharp downward move 


ment, swing briskly around the circle. touching 
the mere tip of the beginning stroke, and das 
na swift, curved “fly” to the end of g [1 
ya, litt the pen immediately the circle is close 
and carry your hand place for the next 


Alternate ga with occasionally 


as both require the same general direction for 


outline gaie, 


the circle, and this practice will e1 
able you to acquire firm control of the joi 


closing 


ing. The same motion used to join the circk 
in ag is used in tag, kak, or when ak. ek. ac 
reg are preceded by &k a t ! Wher 
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mn Shorthand Penmanship 


ELAINE ULRICH 








imi Re are 1 A Dy m or wn a minute before you ir ‘ 
‘ nplete swing around the circle member of the family dictate 
Do not restrict the hand, but move swiftly tron acquired a minimur f 100 y 
‘ e next beginners, we mean! Stenograp 
perienced writers 1] rive 
1 ' ' y . ) . 
STRESS PROPORTION Uifferentiate even <U w 
lefinitely between large and small circles and 
. > 
gt t strokes See that the curved « REVERS ( RVFES k 
1 ‘ £ cu ¢ i al the straignt wm re ey nak 
] , ; , , 1 Tes 
LN s ‘ iy @ anaiy7ea y es {Ud if r 
see that i naintail g correct torma Now < t 
’ strive va oT iter fac \ } a sheed 4 
gw ther , I is you write and siOWwly a 
vrité vVRITE, WRITE! Remember you may spec Stu the ' t the 
ea s| tna t writing it, but esson and t t vit 
" t learn to write shorthand without writ tormat \ R 
ng it [f there ts ( g up whi y size proport Proha 
danart Reaall ‘ 
. spe n time it is shor t ‘ 
" ' ‘ 11 ' 1 £ ¢] ‘ 
und reading and writing. Your ultimate skill yack of r ; " 
lepends upon systematic practice and plenty irn the A ite ive W 
f it. Reporters are made not born, and the ymbination 2 O time we 
training requires intensive work. But report vecome fa , é : The 
ing pays excellently, and is worth training for cision drill is a little more intricat 


[he precision practice provided by the next quires expert manipulation of the 





irill will necessitate throttling down the are an expert now and so it will be easy 


movement to regain control of proportion. But for 50 to 75 words a minute 
gradua'ly speed up the writing until you are betore you drop it, { 


x tine 1 s series at 00 0 &O 100 words As a pre! minary t xin 
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the exercise writing reversed curves o! skill materially, stenographers w have beer 
inequal length where the “hump” of the join- and are in a rut on the job will find the pra 
ng must be retained More about it next tice a real thrill! 
month 
WON’T YOU TRY? Expert shorthand 

A CHALLENGI The key to the marking writers tell us that they practice the Contest 
fO. GA Membership and Contest papers Copy for the sheer joy and zest of it You 
s given here so that you may have it to guide students, who “just can’t get the dictation, 

u in your practice of the O. G. A. Contest try the O. G. A. Contest way! It is one of 
Copy to be published next month. If every the most fascinating ways to correct tault 
me of the 300,000 readers of this magazine in writing and make dictation easy. We should 
wil pledge to practice the U. G 4. Contest like everybody t see what he can do 
Copy at least one wee and submit to the Contest Remember, students, stenographers 
judges the final copy, we venture to predict and writers trom all over the world compete 
that a vast majority of them will win one ol in it. It is the biggest shorthand event of the 
the beautiful prizes! The exquisite gold pin, year, and you will experience keen enjoyment 
emblem of the Order of Gregg Artists, is in practicing and submitting your entry. And 
awarded, you know, to every writer who sub- if you win one of the thousands of lovely 
mits a satisfactory specimen of notes! And prizes—what a glorious thrill that is! 

addition to increasing their stenographi Won't you try 


The O. G. A, Yardstick 


We give you here the KEY to our marking of O.G.A. test 
papers. Checking through these points before you go farther 
with your practice will help you acquire right habits! 


fF RENHE numbers on your corrected paper refer with a small section cut off at the top im GENT 
. PEND and at the bottom in DEF-DEV-TIVE, should 

. be written smoothly and continuously from start t 

which attention has been called show the typ!- finish, curving both at the beginning ‘and at the end 


cal faults to be found in your writing, and and should be of liberal size 


to the paragraphs below. The outlines to 


should be studied and practiced carefully Lack of control in writing resulted i 
‘ aeue : aaa ¥ ‘ik, ‘ Sub aaa 


1. Your writing lacks smoothness and fluency, be I 


! at ‘ 


cause you do not have a ca mental |} ture ol wh 


you want to make, and have not written it often 


: , 8. Notes that are t re far aj 
enough t be able t exe te it with a tree, continu y _ s . *t (A 
} trol ‘ the size of notes giver the ig nes and tex 
us writing moveme!r Since fluency cor ois to a 7 
‘ Ss.) 
large degree the other elements of a good style, free . 
writing motion should be acquired at the outset ). Defective joining ‘ curves Reversed 
t < ‘ le ' e 
Writing is not ntinuous, as shown by the curve .- ees eG add rk 
‘ *” ' written quite flat " s < jual lengt 
dots at the end i character Lift the pen while : 
1 s 1 aS or ki ‘ with 
still in motion as y complete a character, and . ‘ " \ ‘ : 
nove quickly to where the next character is t yegir Incorrect y 
d Maintair a Rf eret Size etwee! 
= ' 
Failure to use a fluent and continuous writ the large and ti ms lhe ll « 
] j } , , 4 TS. 
ng motion resulted in the following faults cle should be ucle $s sma 1S ssible 
_ mere turn of tl per 
marked On your paper 
} Circles sh ld “ ~ } q e 
Curves eT t I | The strokes tor round except w the na rally take the 


mpro} me 
2 @ F, V, TEN, DEN TEM DEM, curve most form of a iooT 


at the beginning; K, G, P, B, curve most at the (c) Join circles at right 





end K and G begin and end on the line R and | Avoid retracing writing ti 
begin a little above the ne, the base resting on thi stroke Besin at pa . 
line, and the end on a level with the beginning (A the consonant 
horizontal line drawn across the top of R or | . ‘ 
' 1) Close all circles ps 
should touch both ends of the character.) : 
; . . e) Circles betweer ev ves shou 
4. You write with a ¢ perpendicular slant of ‘ 
’ | ‘ , 
, — turned so closely on the back of the s 
and down strokes, and slant lacks uniformity through : - 
. that there is 1 petweer t ar 
ut the specimen 
curve 
5. Notes that are too smal! and cramped, with ir 
sufficient space between outlines, showing lack of 1. Incorrect formation of hook vowels 
freedom in writing motion (a) Make the hooks small, narrow, and deep. They 


6. GENT-PEND and DEF-TIVE not being writ should be uniforn n slant with the charac 
ten (a) smoothly, (b) correct in formation, (c) of ters to which th ure joined. The sides 
proper size These blends, shaped like an ellipse should be parallel with each « 





| 
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‘ * 4 t tt t i i ; , ; 
. + ve both the circle your criticism, Study madividual outimes, Such 
and the hook : hese should be writ- rack = ot a 7 7 
ten so t awn across the open end Study with practice will enabie you to acquire 
' : @ the circk correct executional technique and membership 
the O. G. A.—perhaps nors in the an 

Unfortunately, you will not acquire any de- nual Contest at the same tim Several new 
gree of skill in writing shorthand without suf- eatures make the coming O. G. A. Contest 
cient practice in writing it. This analysis is particularly interesting Watch for the de 
ntended for the purpose of helping you criti- tails next month, and remind your teacher 
ise your own notes. Do not be too general in to send for an Entry Blank without delay 

. 
ovember Lest Materia 
|All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and insure accuracy in making out certificates. November copy is good as membership tests 
until December 25, 1936 
‘ , : ° . not use more than two spaces (10) Type a proper 
» » . 
O. j. A. Te st Instruc tions heading or caption on tabulated work in the Senior 
test. The wording must be clear and understandable, 

These tests are to determine your ability to write but brief. Tests should be properly punctuated. While 
shorthand smoothly, Gueatiy, end accurately Aey be- typewritten borders are not essential unless so stated 
ginning student who is able to make « creditable copy with the copy, they frequently add to the artistic ap- 
of the Junior Test (page 127) may submit it for the pearance of the work, particularly if the copy is tech- 
Progress Pin. The test below, for the O. G. A nically perfect, but these borders are secondary a 
Membership Certificate, can be written by any one clean-cut and perfect copy of the test is of first 
who has completed the Eighth Chapter of the Manual importance 

Practice the tests as often as you like, comparing = 
your notes with the printed plates until you have Junior Test 
produced a copy in your best writing style. Ask your 
teacher to criticize your writing as you practice. Ob- Dear Bla: 
serve proportion in lengths, correct size of circles wes pease 
good formation of curves, and fluency of execution. In vour last letter v asked me to tell v 

a little of our island's history 

. ' : 

POI] t Correct mental react: ns and poise Well, Nantucket was settled almost 300 
bring their corresponding claim of an alert years ago, by Puritans from Essex County 
mind and the power to do. Learn quickly to Massachusetts, and the very first settler was a 
rely upon your own initiative It is a trait of Puritan escaped from the Puritans! Thomas 
} , r +} 2° J ) } > ed y : } . “ - " 
haracter that will create confidence in you, Mayhew of Martha’s Vineyard, one of th 
in your decisions. It proves that you are able original Yankee “realtors,” bought the Isla: 
to make your own way in the world if given in 1641, from Lord Stirling, but it did him lit 
he opportunity, and, believe it or not, the op- tle good until 1658 In that year a ertain 
portunity will be presented to you [Thomas Macy, farmer, of Salisbury, Massa 

While not too bold or clamorous let it be chusetts, gave shelter to tour Quakers luring 

bd 
known from your bearing that you cannot be a terrific rain storm. For this act of charity 
kept down; that you are determined to win he was fined five pounds per hour, per Quaker 
People will cheer a winner. Impress this whereupon he decided it was cheaper and more 
‘ : | ‘ ‘ 
thought first upon your own mind, then let comfortable to mov: So with his tamily and 
your conduct in the business world denote that a man named Edward Starbuck he sailed to 
you will give the best that is in you to win Nantucket, to find several hundred Indians 
success and that you intend to win but no Puritans at all. The next season he was 
joined by several of his me ghbors, and the 
group bought the Island from Mayhew, who 
~—— P stipulated that they should give him “thirty 

O. A. T. Test Instructions pounds of current pay—and also two beaver 

hats, one for myself and one for my wife.” 

Observance of the few suggestions given here will Mr. and Mrs. Mayhew being duly equipp« 


with new headgear exchange for 30,000 acres 


of Island, the Macys and Coffins and Swains 


be helpful in the preparation of O. A. T. tests. 


(1) Arrange the Junior test on one sheet only. Each 
making two 


part of the Senior test requires a sheet, . - . 

sheets to the test. (2) Use good quality paper of and Starbucks and the rest began the history 

regular letter size—eight and one-half by eleven inches of Nantucket—the founding of a once great 

(except where legal size is specified in the directions). : e “3 of 

(3) Center heading. (4) Keep margins as nearly even and famous industry, the erection, in time, of 
(5) See that the ribbon used is capable an architectural gem of a town, and the 


as possible. 
of producing good, clear copy. (6) Use clean type. 
(7) Do not erase, or strike over letters: typographical 
errors are not permitted. (8) Indent paragraphs either 
five or ten spaces, but keep them uniform throughout 
the test. A lesser number than five spaces or « greater 
number than five, unless it be ten, should not be used. 
(9) Double space always between paragraphs, whether 
it be on single-spaced matter or double-spaced, but do 


; 


creation of what is today one of the most de- 
lightful summer resorts in America 

It may surprise you to know that those early 
settlers chiefly practiced farming. The rolling, 
naked moors of ay do not sug 


Nantucket tod: 
gest extensive agricul Continued on page 127) 











| 
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November Competent Typist Test 


Use double spacing in typing this test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words 
for each error to get net words written. The number of strokes is indicated at the end of each line in order to 
facilitate counting the gross number of strokes written 


The ship sailed at midnight. Two small boys, whose 52 
parents had intrusted them to me, were already on board. 110 
I was to tutor them, take them to England and bring them 167 
back. At ten-thirty I was having dinner with three friends 22; 


in an uptown restaurant. The dinner was in the nature of 285 
a prolonged farewell party and, while I hadn't started to 343 
pack yet, I really had to make that midnight sailing. In 40! 
a few minutes we hurriedly left to go to my apartment. 45) 


Frantically we jammed clothes into two suitcases and a I 
trunk. While I struggled to shut the bursting bags Ed 50; 
dashed to get a taxi and the girls who, when they realized ot 


how late it was, added to the confusion by becoming 078 
hysterical. At eleven-thirty we left the restaurant to 734 
catch the ship that sailed at midnight. Thirty minutes— 791 
not much time, and it was becoming less every minute. 840 
Everything conspired against us. The rain came down 899 
in torrents, and the only taxi we had been able to find was 959 
a decrepit affair with a maximum speed of twenty miles 1014 
an hour. However, this did not prevent my trunk from 1068 
slipping off the rear end as we rounded a corner sharply, 1125 
and it took five minutes to get it lashed back on. The 1181 
weather handicapped our efforts. The rope was snarled 123¢ 
and the knots got tighter, as our fingers became numb and 1294 
the rain trickled down our collars. Finally the trunk was 1353 
on again and we roared away at twelve miles an hour. 1407 

We bumped and skidded while the driver recklessly 1457 
weaved in and out of traffic. He didn’t care how fast he 1515 


went—we often got up to twenty. Frantically we won- 1567 
dered whether he would ever get there. At ten minutes 1621 
of twelve the taxi came to a shuddering halt in the middle 1679 
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of three lines of cars and dead ahead was a dock. Ed re- 
marked that they would not be able to sail with all of those 
people left. I opened the door and a policeman was stand- 
ing near, glistening in a shiny black slicker. The rain- 
drops broke into tiny fountains as they hit his shoulders. 
When he learned which ship it was that I wanted, he 
volunteered to clear the trafhc, but he thought, he said, 
that I was wasting my time to go down to the next pier, 
as the ship had probably already started. The minutes were 
flying. I looked at my watch and it was exactly twelve. 
Ed jumped from the taxi. Shouting a few furious words 
at our erring driver, he sprinted for the pier, to hold that 
ship if possible. The officer worked like mad, but it was 
some minutes before trafic opened and let us through. 
With horn wheezing desperately we dashed down that 
long extra block. As we entered the dock elevator, bag 
and baggage, the attendant told us that it was too late, as 
the ship had already gone. But I had faith in fate and Ed. 
Surely that ship could wait a minute. The boys I was 
responsible for were probably fast asleep in their bunks, 
little dreaming that their tutor was not even on the ship. 
A wild plan suggested itself; hire a tug and catch the liner 
at Sandy Hook when it dropped the pilot. But what would 
I use for money? Down the deserted dock in a mad rush 
I swung, my crutches seeming to sense the necessity of 
not slipping. 

Far away a cluster of people were gathered. It looked 
like a mile. Then a man in uniform ran toward me. | 
waited breathlessly for him to give me the bad news. 
“Don’t rush, sir, we’re putting the gangway up again.” 

I let out a sigh of relief.—Frrom “High Hats and Low 
Bows,” by Ellery Walter. 
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Keep a record of your time on these tests and see how much you can increase 


your speed by next June! 
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THE SHORTHAND REPORTER 





THE THREE P’S 


OF SHORTHAND SPEED 


First of a Series of Practical Peinters on Speed Training 


By CHARLES LEE SWEM 


Official Reporter, New York Supreme Court 


ENMANSHIP, Principles, and Prac- 
| ae are the three important P’s of 
shorthand skill. Not necessarily in the 
order of their importance, but in the order 


in which they are to be approached by the 


aspiring student. PRINCIPLES, or the mas- 
tery of the system, is really the most vital 
member of the trio, for without it both pen- 
manship and practice are wasted effort. It is 
the foundation stone upon which all speed and 
accuracy must be built PENMANSHIP, 
however, is discussed here first, because writ- 
ing habits are begun with the very first out- 
lines that are written, and whether they are 
good habits or bad ones frequently makes the 
difference later accurate 
writer, and a slow, 

The last member of the trio, PRACTICE, 
is a broad, inclusive term, and may mean 
anything in the way of effort, from the first 
page of homework on the first lesson, to the 
long grind of writing from dictation that the 
reporting student must go through before 
he can acquire reporting speed. In a highly 
specialized skill subject like shorthand, there 
is no substitute for personal, individual effort. 
The old copy-book maxim of “learning to do 
by doing” is particularly applicable to short- 
hand, and in the acquiring of shorthand speed 
the doing must be done by us; not by the 
teacher or anybody else. Therefore, the im- 
the trio of speed com- 


between a fast, 
inaccurate one. 


portance of practice in 
ponents 


LET us, while the learning 
season is still young, when so many of us are 
writing our first shorthand outlines or enter- 
ing our first dictation class, consider each 
one of these magic components. Perhaps it is 
not yet too late to correct those jerky finger 
movements, or to teach that errant wrist 


to stand up and not lie prone and lazy on the 
paper. Let us consider No. 1—Penmanship. 
By shorthand penmanship I do not contem- 


plate the writing of perfect outlines. A good 
shorthand penman need not necessarily be able 
writing, although, 


writers that I 


to win medals for artistic 
incidentally, all the really fast 
know can write a truly artistic style if called 
upon to do so. By penmanship I refer to hand 
movement, There is no practical advantage 
in learning to make artistic notes if to do it 
you plant your hand solidly on the page, 
so that you must change your writing pivot 
at the conclusion of each outline. There are 
writers who become so skillful in 
motion that they can wiggle out of their 
fingers the most beautiful and 
lines, but they require a fixed pivot to do it 
outline from a station 


progress across the 


finger 
artistic out- 


They must begin each 
ary start, so that their 
page consists of a hopping from pivot to pivot 
This cannot be done fast, no matter how fast 
r skillful the fingers may be. The more speed 
acquired, the more jerky becomes the hop- 
ping, and the outlines immediately suffer. 
Most of the outline distortion that comes with 
speed on the part of the unskilled writer 
arises from this fault, the inability to control 
the hand except from a stationary pivot. The 
characteristic signs are the dragging wrist 
and that hippety-hop movement across the page 


ALL fast writing must be 
It doesn’t matter 
finger nails, the 
muscle of the fore- 
arm—it may even be the wrist—but what- 
ever it is, it must be movable, in the act of 
forming an outline as well as between out- 
lines. Whether you employ free-arm move- 
ment, or a combination of free-arm and finger 
motion, the hand as it moves over the page 
should do so freely and evenly. 

There are three possible styles of penman 
ship that a shorthand writer may employ 
(1) free-arm, or muscular movement, as 
taught in longhand writing by the Palmer 


lone trom a moving pivot 
whether the pivot be the 


knuckles, or the large 
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Notes written by G. Pearl Hough, Federal Grand Jury Reporter, New York Cit 


In the Surrogate’s Court—III 
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WHo’s WHO IN SHORTHAND SPEED 
EXAMINER ARCHIBALD ALAN BOWLI 


Presents 67 More Speedsters 
Who Have Been Awarded 
the Gregg Expert Medal 
for 175 Words the Minute 


MINCE the pu tior . t 


] ation I i iast cro] any oO rt bu ( Albany Kentucky 
of thirty-six 175-word medal winners, teacher dward ] nwa Pace Inst 
there has been added to that roll of honor tute, New York | 

ixty-seven more students and teachers who Jean Davison, Walt school of Commerc 
now proudly display their award for expert Chicag nois \gne Deutscl Hunte 
rthand writing College. New York 
It is particularly gratifying to see the names Louis | er lunter College, New | 
t f teachers in the list, a demonstratior Cit M Hunt es “ 
at t can actually what they intend k Cit \ de t 
ne t t d x lere they are ! ( LD t, M il 
Clyde Insley Blanchard, Hunter Colleg M. | f f ( 
N York, and managing edit f the Busi l M c \ " ‘ 
~ ATION Worwtp; Miss Pearl Cor \ g 
All I ess Scl Alt Ker ky H \ c : 
Mis ) Ultv Pace Inst t New \ K ‘ 
| I Sardig I R 2 ( llegwe New ) t M \f 
\\ 5 Maryla ‘ v1 ! 
\ g the A $ the 175-medal a St o fic S e H Gre 
n \ " é t veted Dia College, ( | ett ekst 
sion neda ' it they ve Pullma | ~ Ma 
ea he 200-y but re about C} g _ ‘ 9 
‘ te ’ { r 
) ild M | y ( 
Winners of the 175 Award, 1935-36 a TD + M - 
Nona Adkir Gregg College, { ig I] Sally J]. Kakez. Gre 
is; R. Allenson, Pace Institute, New York Illinois: Grace G. King 
City Jeanne Allshouse, Walton School of wo, | ‘ Jar } G o { ‘ 
mmerce, ( ago, Illin : Winifred Alter- ] ig 

matt, Detroit Commercial College, Detroit, Da Le ‘ funt \ k 

M gan; | e Mae Argo, West Technical City Fra Lew Gre 
High S Cleveland, O Ww I! 

lel, | la. Detroit | ae hee \ r) ; 
ege, Detroit, Michigan: Elea r M. Balttein g Dy t, M Matta (are 

Pace stitute, New York City Albert ege, ( » Ma i 

ar (,reg ( 4 lege { Te Illinois Detroit Commercia ent ‘ M 
William | Bauer Pace Institute New York gan: Ed McLaue (ore ‘ ( 
City; Helen M. Bellomy, Link’s School of azo, lin Doris Meiset r. Greeg 
Susiness, Boise, Idaho; Max Bergman. Hun- llege, Chicag Illinois a Mougin, De 
ter College, New York City Clyde slan troit { m : lege Det Mf 

ar Hunter ( ege New York City I s N Hunt é New York 
(teacher); Eloise Browne, Fort Smith High City Anna Mae N Gre College 
School, Fort Smith, Arkansas Chicagt M et A. N Walt 

Mary G. Casale, Lewis High School. South- School of . g ‘ 

ngton, Connecticut; Josephine Chiesa, Mer Dean Oliver, Pace Institute, New York 

ritt Business School, Oakland, California: City (teacher Oppe 1 lunter 


Mildred Collins, Schupp Secretarial School, College, New York City 
Los Angeles, California: Pearl Connor, Al- Miriam Part L. | 


Ker 
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Salt Lake City, Utah; Dewey Parthum, 
Gregg College, Chicago, Illinois; Edith Peck 
ham, Pullman Free School of Manual Train- 


Illinois; Margaret Potts, Ven 
Ventura, California 

College, New York 
d, Hunter College, New 
Hunter Col 


ng, Chicago, 


tura Junior College, 
Ed Ravyvid Ilunter 
Citv; Lloyd G. Re 
York City Emanuel R 
lege, New York City 
J. Bryce Sardiga, Blue 


Windsor, Marvyla teacher ) 


thhaum, 


New 


Robert 


Ridge College, 


Schnabel, Schupp Secretarial College, Los 
Angeles, California Helen Schupp, Straye: 
College, Washington, D James Hl. Sher 
idan, Hunter College, New York City; Ed 
ward Silverstein, Hunter College, New York 
City 

Dorothie | (;srege llege \ hicag« 
I} linots 


Marie Vander Mark, Pullman Free School 
~ Manual Training, Chicago, Illinois; Betty 
Van Nugtren, Pullman Free School of Mar 
ual Traini Chicago, Illinois; Samuel 
Vitek, Pace Institute New 

Bernard Weiss, Gregg College, 
Illinois; Beula Wh te, 
York City : Vert i Wi 
Union High School 


2 Chicago 
Pace Institute, New 
Mohave County 
Arizona 


ight, 


Kingman 


Key to In Surrogate’s Court 


The shorthand for this appears on page 132 
0. And “ “ wher you quit hig 
school A I nagir se nteet close t 
¢ g! teer | m not quite sure 
Q. Did you quit or you find that the re« 
that you made at high school were such that y 
couldn't continue A. | didn’t quit It was fr 
health I found f ! nm a very nervous state 
and the best thing ri to do was to relax at home 
Q. Did you ve oling of any kind since 
uu finished yur 1 half at high school? 
Yes I have ma ‘ esses I tried busine 
urse 
QO. Where 4 W n Busi Ss 
O. When was that \ th, that wa j ‘ 
ifter I left high scl 
Q. When was that, Miss Samuels? A. Say about 
three vears ago. tw ! half to three years ag 
Q. How long did ttend the Wilson Bus s 
School A. About three months 
©. And you went ere to st stenography s 
it if A. Yes, and ty r 
oO. W t other scl ne you have, either before 
since 1 attence t Wilson Sch A. Wel 
tte I attence W n Sct I didn't attend 
y T ore 
©. Ar before that In't attes any except 
the year nd a half that vou were in high schoo 
t the commercia gT \ Yes 
0 Did | understar \ to say that you don't 
know what the word " means \ That is 
yrrect 
Q. Did anyone force y to sign this paper, Pet 
tioner’s Exhibit No 
Mr. Franklin: I object to that I think that is 


rather for the Court to determine 


The Surrogate: Overruled 
Mr. Franklin: Exceptior 
Q. Do you know what that means force y t 


sign A. Yes 


Did inyone force you 


to sign 
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To the questions on page 110 


i 532 in Mexic City by Estaba 


M irtin 


\ smal] mark maer tik letter ” 
that vives it the s 11 | s 
4 word or words that read the same 


forward and backward Examples 


Napoleon 


was | ere ] SaW 


word ) noon, (sentence } 


reputed lament, “Able 
Elba.” 

A debating society fou 
1727 by 
\ religious communistic 
lished at Oneida, New 

The Diamond Sutra, pz 


nded in Philadel 
ranklin 


hia in Benjamin | 
estab 
1847 


China 


society 
York, in 
inted in 


by Wang Chieh in 868 

\ basalt stele with an inscription i 
three languag: eroglyphic, demotic 
ind Greek, found at Rosetta on the Nile 
River in 1799 

Twelfth centu Persian mathematician 


ind poet, best known because of his 
wuthorship of the . 
King’s College (now 
New 


Columbia University), 


part I 
York, founded 
An act declaring the rights and liberties 
f the ng William III and 
Queen England, delivered t 
them in 
Chomas 


subjects of Ki 

Mary of 
1689 
Bray, an 
1695. was 


English clergymatr 
ippoint d Eccles 
for Maryland. Bray 
Massachusetts 


vho, in 
astical Commissary 
established 
New York, 
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libraries in 
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Sir William Howe, Commander of the 
British Army \merica during the 


War of the Re ition 
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rank 
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to Word 


LOR Mi 
Palisades, Cal 
sprightly house 
Merriam Company, offers five 


Pac 1m 
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Study, the 


vord squares” as follows 


It 


corners, 


and 
always 
( ,REOG 


vertically, and 


MADE F 
AVID I 
DIVA FE 
EDAM I 


noted that, 


ED STAI 
VE TUBA 
Il ABUT 
ELI RATS 
beginning at the 
the words read the same horizontally 


that diagonally there are 


combinations of two letters. Perhaps 
Writer readers know f other word 
squares and will send them in for publicatior 
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0. G. A. Club Prizes—Bronze Pin Awards 


Continued from page 129 





Claire Kapox Tama Eunice M_ Olsor St. Mary's Loretta o* ‘ Sacre Anne I Nettles. I 
pais High School, Sausalit High School, New England Heart School, B New Kye ¢ High School. Les 
North Dakota Brunswi Canada ‘ es, California 
Is p High LAllian Hauck, Sacred Heart A. Marie Cann, St. Angela ‘ e Frye. D Mae A 
ili : High &cb Charleston Convent, Montrea Quebs« Fern D g¢. and G ‘ 
James DeBolt, Empire Towr West Virginia Canada Hi Nc ho 
ship High Scho LeR Eleanor Dyba St. Barbara's Isobel Jack I fax oH ) r lows 
Illinois Commercia Chicag School, Leos A M4 St. Aue e's 
Thelma Wilson, Junior College Illinois fornia i s s h Bosto: 
a fale. California Vera Boruc! and Lil r Maynard Iver iH . Ml 
Het Par Senior High Boruck, St. Joseph's Sct Epping, N ) ‘ Marq Merr 
Scho ; i La Wils Oma! Nebraska Boy le ‘ r ( ge, Merril 
nsin Clare Brer Ga. A BR M ’ cu 8 I ‘ 
Garold Kie p. High Schoo norial H Se hoe Witk ha ‘ Township 
Stanford, M 4 barre Pent 4 " genia I f « Cara Lliinots 
Na ¥ Burd 4 ona Bel I lille Ma f Sa M ‘ ee ta ! Hilg Bchoo 
for Seere 4 na High cx t Co ne ‘ A r I " 
Pent Ohle M ‘ Schoe : ’ I Ret 
Charles Met Hig S annette Kir Tow: Alexand h ( N ka 
Ashland, | High Set El Pa eu Smith “ 
Betsy Par A m & Illin A Db. Ff I I 
Teachers Coll Piagstaf H Ha iH . K ¢ i D> W ( N 
Ar na Hich & Wa ‘ Mict ‘ ’ 
Fra s High Sel I Mi ‘ Va " 
Crawford, Nebraska ' cE M " H e M M M r 
Alice W fr, 8 La er, 0 M : Set pok 
Cor ial & N b Yor D = M 
New Jersey | Gilet ; 7 ss 0 ~ HW te 
h I o 
Hattie 1 I H i Schoo!, G Hich & - - rm High 8 
Sc ho« Sava I “ 7 \ M I 
Mae Hart H Seeley, Senior H r H ~~ H " 
Set \ . Pittsburg, Kaneas ' ‘ , . 


Statement of Ownership, Management, 


Cireulation. Ete. 


Required by the Act of Congress of March 3, 1933 
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Fry wl } ng eC y sw : t g to law securities ere ne . st N e 
eposes and $ s the ht ess manager of 4 That ‘ iragTat next g g the 
THe Gre - at the I “ g is, t the s Ww 5 st x security 
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¢ me this 18t! 
Harriet P. Banke 
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Graded Letters 


On Chapter Six of the Manual 
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Confessions of A Man Who 
Doesnt uy Own a Dog 
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Making a Job for Yourself 


From “Keeping Young in Business,” by Weiss and Snyder 


Copyright, 1934, by McGraw-Hill Book Company, In 
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Aetual Business Letters 


From the prize-winning sets submitted in the last Gregg News Letter Contest 
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